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MEMORANDUM FOR: Chief, Proiects and Procedures Staff

SUBJZECT: Fitness Reports

1, Attached is heesdquarters Section 5, Fitness Report, of
Chapter ITI, Assignment and Developrment, of the proposed per-
sonnel manusl,

2., In accordsnce with vour instructions, the tear-sheet
attachked to the fitness rerort form is recarded as takine the
place of the procedural handbook,

3. This draft has received working-level coordinstion with
the office of DD/Pers/FD, which expressed interest in obtaining
a draft revision of or a "pilot run® next month of
the proposed new fitness rerorting sckedule, Tor this reason,
suck a craft revision is also attached,

Attachkments: 2
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5, FITNESS REPORET

The Agency will evaluate the work performance anc effectiveneés of
each staff emplovee and staff sgent at leact once each yeer, Tnitial,
annuzl, reassignment, and srecial fitness reports will be made on Form
45, of which a sample is attached, However, an evalustion in memorancim
form may be substituted for Form 45 for employees in grades (S-14 and
above,

It is Agency policy thet employees be informed ccncerning the ef-
fectiveness of their work, The =nnual fitness renort will be shovm to
the employee concerned at the time it is completed except thet the super-
visor mey eléct not to show the rerort, otker then a report surporting an
adverse action, when one or more of the follow'nf concitions preveils:

- When there exist unusuel operationsl circumstences such as
those at a small station where the employee and the super-

visor eveluating bhis verformance are working and living in

very close proximity and constsnt sccial interchznge between

them is neceesery;
- WWhen, for medic~l or nsychological ressons, it would be
i1} -edvised to show the individusl the renorts
- When security considerstions preclude showing the report;
~ When the super§isor and the employee are so physically
seperated thet it is imprecticeble to show the revort,
dhen the report is not shown to the employee, the supervisor will -t-te
kis reason on the report, T¥Tinal determination reczrdins the showing of
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the report will be made by the head of the career service concerned,
Operating Officiels will direct the preparation, review snd for-
warding of fitness rerorts conecerning personnel under their jurisdiction,
Heads of career services will review fitness reports asvthey rertain to
career management of members of their respective services. The Director
of Personnel will rerindically review the effectiveness of this eveluation
program and will eontrol and maintain centrszl fitness report records,
Initial Report
A fitness rerort will be nrepered for erch employee 9 months after
his entrance on cuty, This report is of nzarticular importance in ~ro- |
viding a record of the supervisor's evaluation of the emplovee before
the completion of his 12-month trial period, The 0ffice of FPersonnel
will furnish to the administrative or rersonnel officer of esch msjor
component, on or before the 15th day of each month, a list of the lLe:d-
guarters employees for whom an initial report will be due within the
next 30 days, An initial rerort mayv be deferred for s reriod not to ex-
ceed 30 days beyond the due date to provide the supervisor with additional
time to evaluste an emﬁloyee who hes been under his jurisdietion lecss than
<0 days,

Annual Report

A fitness report will be rrensred annually for each employee, except
when an initiel, reassignment, or sreciel fitness réport hzs been rmzde
within 90 days of the annual report due drte., An ennual report mav be
deferred until the emplovee has been under the jurisdiciion of the suver-
visor 90 days,

-2 -
SECRET

Approved For Release 2003/04/17 : CIA-RDP82-00357R000700030007-9



7 . - SR8 2- 0007-9
Approved For Relggge 2003/04/17 : CiE:REPs2 00357R00219003

Scheduls for the Submission of Annuael Reports

Grades To Be Received in Office of Tersomnmel Bv
GS~01 through GS-06 30 June
G3-07 through GS-10 30 September
GS=11 and GS-l2 31 December
GS~13 and @above 31 Mereh

Reassignmen§ Reports

A supervisor who is to be reassigned or who is leaving the Ageney will,
before his departure, prepsre fitness reports on the individnals under his
immediate supervision, 'hen the interval since an employee's last fitness
report has been less than 90 days, the new report may be a memorandum con-
firming the previous evaluation,

When an employee is to be reassigned, a fitness revort concerning him
will be prepared unless such g report has been rreprred for some cther
purpose within 97 days, Tn the lstter event, the new rerort mey be a
memorandum confirming the previous evalustinn,

Special Reports

A fitness rerort will be rrerared whenever necessitsted by a particuler
circumstance, such as s rroposed actinn based on extraordinary merit, or
completion of & short detail, a special assirnment, or g probationary period,

Routing of Reports

Fitness revortm will be forwsrded by the supervisor and the reviewing
official through the head of the coreer service in time to reach the Office
of Personnel in triplicate before the due date,

Reports of Ungatisfectory Service

A fitness report expressing tre opinion thet an employee should be
separsted or judging him to be incompetent will be accompanied by s

werning memorsndum notifying him of his deficiencies in perfornance,
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1, POLICY
o, The Agency will eveluate the work performence and effectivenesc ef
‘. hala Fhep e My o 2

ench staff emrloyec sn? stafi agent at lezst once each year,

-+

i ip sreelsl fltness orte will be
b, Initial, snnusl, reac~lifnmlent, and srecizl fitnese rep

fal)
o]
ot
fe
(o]
=

made on Form 45, of vhich a cory js rttached, Fowever, sn evelue

X . Veoape i
in memsrendun form mey be substituted for Torm 45 for emmloyees 1

»
5

rracdes GS=14 and cbove.
¢, It is Agency policy that erplovees be informed corcerning the
effectiveness of their work, The annusl fitness rerort will be shown
to the emrlovee corcermed at the time it is completed except th-%t tre
supervisor mey elect not to show the reyort, other then = report supe
porting en adverse action, when one or more of the following cond Lhicns
rrevails:
(1) "hen there exict vnusuel omerstion-l cireumstences cuck an those
st & smepll stetion vhere the emplovee and the surervisor eveluati~-g
his rerformence =re workins sné livince in very close proximity end
conetent socisl irtereben e betwesn them is necessery;
(2) ‘Men, for medicel or psvetclogical reasons, it would be 11l-advised

to show the individisl the report;
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(3) imen security considerstions rreclude showirg the report;

(4) ‘“hen tte sﬁpervisor anc¢ the emrlovee zre so vhysicelly
sepereted thet it is impractiecrble to show the report.

wWhen the report is not shown to the emrloyee, the surervisor «i”l

strte hig resmson on the report, Tiral determination regardins the

showine of the rerort will be mede by the lesd of the cereer service

concerneéf

ReSrOMTETLINT=S

Crerzting Offiginlc

Orerating Officisls are resronsible for directing the pren=rstion,

reviev and forwaréins, in accordance with this rerulation, of

fitness reporte concerniry personnel under their jurisdiction,

Heads of Career Services

Heads of career service- rre resnonsible for review of fitness
reports as trey vertein to eareer mansgement ~7 members of their
respective servicas,

Director of lersonnel

The Director of Personnel ie re-morsible for veriodicelly reviewing
the ef“ectiveness of this ev-Ilvertion rrogrem ~nd for the eontrel and
maintenance of central fitness rerort records.

TYPER F REFORTS

Initial Renort

A fitnegs report wi'l be rrepared for erch emplovee © months =fter
his entrance on duty., This remort is of perticuler imrortcnce in

rroviding & record of tle swervisor's eveolustion of tre emrlovee
-2 -
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before tre completion of hie 12-month triel period, The Office of
Persornel will furrish to tre sdministrotive or rersonrel officer of
eack major eomponent, on or before the 15th dav of each menth, a2 list
of the hesdquarters emrlovees for whom sn initial report will be due
withkin tke next 30 daye, An initial report mav be ceferred for s
period not to exceed 30 daye bevond the due date to vprovide the super-
visor witl additional time to evalurte an emnloyec who has bee® under

hig juriscicticn less than ©0 deys,

Annual Report
A fitness report will be tremered annua’ly for each emmloyee, excevt
when en initial, resssicnment, or srmecisl fitness renort has been
mefe within 90 dryves of the snnusl revort due date, An annuel rerort
may be deferred until the emmloyee bes been under the jurisdiction
of the surervicor 90 davs,

Schedule for tre Submission of Arnnual Eeports

Gredes To Be Received in Office of Fersonnei By

GS=01 through G3-06 30 June
GS=07 trrough €S-10 30 September
GSell and S22 31 December
GS=13 and ahove 31 M=rch

Resssignment Fenorts

(1) 2 surervisor who is to be reascisned or who is lesvine the Agency
will, before his departure, vrevare fitness renorte on the
individuals under hic immediste supervision, Then the intervai
since 2n emnloyee's last fitness revort has been less then 90 devs,

" the nevw renort may be e memorendum confirmins the previous evaluva-

tion, -3 -
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(2} vhen en employvee is to be reascirned, a fitness report con-
cerning him will be nrepsred unless sueh a report has heen
rreprred for some other purpose within 90 davs, In the l-tter
event, the new report may be s memorsndum confirming the rrevious
evaluation,

d. Speciel Reporte

A fitress revort will be nrenared whenever necessiteted by a vnertieular
circumstence, such =s a vroposec action based on extraordinery merit,
or completion of a short det=il, a speciél assignment, or a rrobetionary
period,
4. ROUTINC (F RIPORTS
Fitness revorts will be forw-rded by tke supervisor and tre reviewing of-
ficial through the he~d of the e-reer service in time to resch the Office
of Personnel in triplicate before the due d-te,
5. REPORTS QF UNSATIZFACTORY SE'VICE
A fitness report expressiﬁg tke onpinion that an emlovee should be separated
or judging him to be incompetent will be accompanied by 2 warnin~ memorsndum

notifyine him of his deficiencies in verformance,
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